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APD LC v1.00ES
FH FORM 39-9-1, NOVEMBER 2013
DEFENSE CIVILIAN PAY SYSTEM TIME AND LABOR REPORT FORMAT ONE
REPLACES FHT FORM 37-X9-1E, JUNE 95, WHICH IS OBSOLETE REPLACES FHT FORM 37-X9-2, JUN 95, WHICH IS OBSOLETE 
EMPLOYEE ID:
BLK/GRP
ACT UIC
DIST
EMPLOYEE NAME
PLT ROT
PERIOD ENDING
SEQ NO
HOURS OF WORK
LUNCH
STD JON
WEEK 1
WEEK 2
DATE
/////////
AWS
///////////
//////////////////////////////////////////////////////
/////////
1
2
3
4
5
6
7
1
2
3
4
5
6
7
SUN
MON
TUE
WED
THU
FRI
SAT
SUN
MON
TUE
WED
THU
FRI
SAT
TOUR
TYP/SHT
///////
SG
RG
RG
RG
RG
RG
RG
SG
RG
RG
RG
RG
RG
RG
GRADED ND
WK
DAY
TYPE HOUR
a
b
c
HOURS
d
JOB ORDER NUMBER
e
ENV HAZ
f
LST HR
g
TMP SFT
h
NIGHT DIFF
i
START TIME
j
k
INT
l
REG
OT
COMP
HOL
SUN
2ND
3RD
ND
E/H
LV
SL
NP/LV
//////////////////////////////////////////////
RG - REGULAR HOURS (GS) RF - REGULAR, 1ST SHIFT (WG) RS - REGULAR, 2ND SHIFT (WG) RT - REGULAR, 3RD SHIFT (WG)
HG - HOLIDAY WORK (GS) HF - REGULAR , 1ST SHIFT (WG) HS - REGULAR, 2ND SHIFT (WG) HT - REGULAR, 3RD SHIFT (WG)
SG - REGULAR HOURS (GS) SF - REGULAR, 1ST SHIFT (WG) SS - REGULAR, 2ND SHIFT (WG) ST - REGULAR, 3RD SHIFT (WG)
OS - OVERTIME - SCHEDULED OC - OVERTIME - CALLBACK OU - OVERTIME - UNSCHEDULED
CE - COMP TIME EARNED CT - COMP TIME TAKEN CD - CREDIT HOURS EARNED CN - CREDIT HOURS TAKEN
KA - LWOP KB - SUSPENSION KC - AWOL KD - LWOP - OWCP
LA - ANNUAL LEAVE LH - HOLIDAY LEAVE LB - ADVANCED ANNUAL LEAVE  LC - COURT LEAVE LG - ADVANCED SICK LEAVE
LM - MILITARY LEAVE LN - ADMIN LEAVE LS - SICK LEAVE  LT - COP LU - DATE OF TRAUMATIC INJURY LY - TIME OFF AWARD
PRIVACY ACT STATEMENT
AUTHORITY: 5 USC 6311; EO 9397.  PURPOSE:  Used by management and the payroll office to approve use of leave.  Additional disclosures of the information may be to:  the Department of Labor when processing a claim for compensation regarding a job connected injury or illness; to a State unemployment compensation office regarding a claim; to a federal life insurance or health benefits carriers regarding a claim; to a Federal, State or local law enforcement agency when your agency becomes aware of a violation or possible violation of a civil or criminal law; to a federal agency conducting an investigation for employment or security reasons; to the Office of Personnel Management or the General Accounting Office when the information is required for evaluation of leave administration, or the General Services administration in connection with its responsibilities for records management.  Where the employee identification number is your social security number, collection of this information is authorized by Executive Order 9397. DISCLOSURE:  Furnishing the information on this form, including your social security number, is voluntary, but failure to do so may result in disapproval of this request.  If your agency uses the information furnished on this form for purposes other than those indicated above, it may provide you with an additional statement reflecting those purposes.  
ALL HOURS REPORTED ARE CORRECT FOR THE REPORTING PERIOD.
EMPLOYEE SIGNATURE
TIMEKEEPER
ALL HOURS HAVE BEEN REVIEWED AND ARE CERTIFIED CORRECT FOR THE REPORTING PERIOD.  ALL PREMIUM HOURS HAVE BEEN APPROVED AND WORKED ACCORDING TO THE APPROPRIATE LAWS AND REGULATIONS
SUPERVISOR
10.0.2.20120224.1.869952.867557
APD
FH FORM 39-9-1, NOVEMBER 2013
Defense Civilian Pay System Time and Labor Report Format One
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